State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Management Services Technician 0652-5278-001 50000838 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant DMS/BIO/Imaging and Records Mgmt.
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
RO1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
] Supervisory [] Lead Person Randy Cluck BSO |
APPROVED BY (Personnel Analyst's Name) DATE
JCM 01/19/2010
Pe_rl_(i:;enrg of Activity
POSITION SUMMMARY
Under supervision of the Business Services Officer I, Imaging and Records Management Unit, the
incumbent is responsible for assisting in establishing and maintaining the Unit's procurement,
contracting, imaging, public records act requests, and accountability of property. Support and
assist in the various business services functions for IRMU staff.
ESSENTIAL FUNCTIONS
Incumbent must exercise initiative and independent judgment, work cooperatively with others, and
maintain consistent, regular and predictable attendance. Specific tasks are:

35% Using the Department's Public Records Guidelines of 1993 and pursuant to the Information
Practices Act of 1977 dated 1991, (Civil Code Section 1798, et seq.), complete public records act
requests, attorney and subpoena requests.

30% Assist with the development and maintenance of contracts which includes conducting market
research on best alternatives for various maintenance and equipment contracts; developing the
scope of work and budget line item for new contracts; managing on-going contracts; and planning
for expiring maintenance service contracts and equipment purchases. Oversee maintenance of
equipment, including the contract and scheduling of service and repairs, assuring that contract
agreements are correct and proper billings are met and completed. Reconcile invoices against
contracts to insure we are billed properly. Perform standard procurement functions that include:
requisitioning, purchasing estimates, reservations, service entries, and Cal-Card monthly
reconciliation, assuring monthly statement packages are completed and approved. Assist with the
ordering, receiving, and controlling of purchase requests for materials and supplies used in the
unit.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Randy Cluck >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Management Services Technician 0652-5278-001 50000838 1

APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION

Vacant DMS/BIO/Imaging and Records Mgmt.

Pe_rl_?ﬁlrg of Activity

Using SAP*, enter reservations and requisitions for supplies and materials, entering the proper item
titles, code numbers, quantities, vendors and other information needed to order the supplies.
Complete SAP service entry sheets for invoices submitted for payment from maintenance and
repair contracts and services. Send appropriate documentation to the Accounting Office for further
processing. Perform follow-up duties to ensure the goods/services have been received and
payment issued.

30% Assist the Business Services Officer | in gathering data for conducting analytical studies pertaining
to imaging, library, records retention, records retrieval, mail services, paperwork management and
publication programs. This involves interviewing individuals who are familiar with the various
business processes and documenting the facts and findings; researching similar processes to
compare what has been done in the past; gathering data and statistics on aspects of the above
processes. This may involve driving a vehicle on public roadways.

5% Maintain stock of general office supplies, process repair requests for all office equipment, prepare

and process IRMU service entry sheets and purchase orders in SAP and complete surplus
equipment requests as needed. Perform other duties as required, special projects etc. as assigned
by the Business Service Officer I. Responsible for providing back-up support to the BSO | during
his/her absence.

KNOWLEDGE, SKILLS, AND ABILITIES

Computer skills and knowledge and familiarity with Microsoft Word, Outlook and Excel. Knowledge
of English grammar and punctuation, principles and practices of public administration, and
financial record keeping. Work well with all levels of staff and the public. Ability to analyze data
and draw conclusions. Ability to work independently with a high degree of initiative.

SPECIAL REQUIREMENTS

A valid California Class C driver's license will be required as necessary to drive a vehicle on State
business.

*The Department of Water Resources uses the enterprise system (SAP) Systems, Applications, and
Products in Data Processing which electronically integrates all areas of the organization such as
financial, human resources, purchasing/contracting, inventory/warehousing, etc.
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	activity: POSITION SUMMMARY

Under supervision of the Business Services Officer I, Imaging and Records Management Unit, the incumbent is responsible for assisting in establishing and maintaining the Unit's procurement, contracting, imaging, public records act requests, and accountability of property.  Support and assist in the various business services functions for IRMU staff.

ESSENTIAL FUNCTIONS

Incumbent must exercise initiative and independent judgment, work cooperatively with others, and maintain consistent, regular and predictable attendance.  Specific tasks are:

Using the Department's Public Records Guidelines of 1993 and pursuant to the Information Practices Act of 1977 dated 1991, (Civil Code Section 1798, et seq.), complete public records act requests, attorney and subpoena requests.

Assist with the development and maintenance of contracts which includes conducting market research on best alternatives for various maintenance and equipment contracts; developing the scope of work and budget line item for new contracts; managing on-going contracts; and planning for expiring maintenance service contracts and equipment purchases.  Oversee maintenance of equipment, including the contract and scheduling of service and repairs, assuring that contract agreements are correct and proper billings are met and completed.  Reconcile invoices against contracts to insure we are billed properly.  Perform standard procurement functions that include: requisitioning, purchasing estimates, reservations, service entries, and Cal-Card monthly reconciliation, assuring monthly statement packages are completed and approved.  Assist with the ordering, receiving, and controlling of purchase requests for materials and supplies used in the unit.
	classification: Management Services Technician
	appointee: Vacant
	dwr position number: 0652-5278-001
	sap personnel no: 
	sap position number: 50000838
	division: DMS/BIO/Imaging and Records Mgmt.
	mcr: 1
	percent 2: 






30%
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	activity2: Using SAP*, enter reservations and requisitions for supplies and materials, entering the proper item titles, code numbers, quantities, vendors and other information needed to order the supplies.  Complete SAP service entry sheets for invoices submitted for payment from maintenance and repair contracts and services.  Send appropriate documentation to the Accounting Office for further processing.  Perform follow-up duties to ensure the goods/services have been received and payment issued.  

Assist the Business Services Officer I in gathering data for conducting analytical studies pertaining to imaging, library, records retention, records retrieval, mail services, paperwork management and publication programs.  This involves interviewing individuals who are familiar with the various business processes and documenting the facts and findings; researching similar processes to compare what has been done in the past; gathering data and statistics on aspects of the above processes.  This may involve driving a vehicle on public roadways. 

Maintain stock of general office supplies, process repair requests for all office equipment, prepare and process IRMU service entry sheets and purchase orders in SAP and complete surplus equipment requests as needed.  Perform other duties as required, special projects etc. as assigned by the Business Service Officer I.  Responsible for providing back-up support to the BSO I during his/her absence.  

 KNOWLEDGE, SKILLS, AND ABILITIES

Computer skills and knowledge and familiarity with Microsoft Word, Outlook and Excel.  Knowledge of English grammar and punctuation, principles and practices of public administration, and financial record keeping.  Work well with all levels of staff and the public.  Ability to analyze data and draw conclusions.  Ability to work independently with a high degree of initiative.

SPECIAL REQUIREMENTS

A valid California Class C driver's license will be required as necessary to drive a vehicle on State business.

*The Department of Water Resources uses the enterprise system (SAP) Systems, Applications, and Products in Data Processing which electronically integrates all areas of the organization such as financial, human resources, purchasing/contracting, inventory/warehousing, etc.                                                                                                                                                                                                          
	supervisor name: Randy Cluck
	employee name: 


